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Creating and Maintaining Contractor Accounts and Contacts in GRMS 

 
Account and Contact management is the process of managing our contractors and the people working for those 
contractors.  
 
Creating Accounts – The Account Manager (Operations Manager) creates an account record for each 
prospective Contractor.  
 

1. Go to the “Accounts” tab in GRMS and click New. 
 

 
 

 
2. Select “Contractor” from the dropdown for “Record Type of new record.” Click Continue.  
 

 
 

3. Create a Contractor ID for that Account using the 2-letter country code and 2-letter number in 
chronological order as new contractors are entered. (Example: GH01) The fields marked with a red bar 
must be filled before saving for the first time. Make sure that the status is “Under Evaluation” to begin. 

 

 
 

4. NOTE:  Required fields include; Account Name, Pay Rate, Legal Entity Type, Location, Phone, Status, 
and all billing and shipping information. Enter this information as quickly as possible. 
 



5. Enter the Billing and Shipping addresses correctly, according to the field.  
a. Only add the street address in the "Street" field. Only add the city in the "City" field.  
b. Select the State/Province from the dropdown list. If the State/Province is not in the dropdown 

list, ask Salt Lake to add it. 

 
 

6. After the Contractor has completed all the required steps, change the status to “Active.” 
 
Creating Contact Records – The Account Manager also creates a contact record for each Principle and 
Supervisor associated with the Contractor. (These are not the interviewers that the contractor will hire, but the 
actual contractor and anyone else at the company who the account manager deems necessary to receive 
information.)  
 

1. From the Account page, select the Account you need to add a Contact to. It is important to add the 
Contact from the Account page. Scroll to the “Contacts” section. Click on New Contact. (This will 
automatically move you to the “Contacts” tab.) 

 

 
 

2. Select “Contractor” for the “Record Type of new record.” Click Continue. 
 

 
 

3. Enter the Contact’s information in every field. Verify that the “Account Name” listed is correct. Enter 
the appropriate role from the dropdown list; either "Principal" or "Supervisor." Click Save. 

 

 


